Office 365 — (0365)
Lync 2013

Tutorial # 1 - Overview

(Story board)



Introduction

The following is a story board of a tutorial depicting the steps and screen
selections required to perform various functions using the Office 365 Word On-
Line application.

What is covered in ‘Lync Overview’ tutorial is a high level review of:
* General Overview

* Home Page - Your ID area

* Home Page — Mode of Communication

* Home Page - Search

* Home Page — People area

 Home Page — Things groups can do

* Admin Items

As the tutorials are designed to be reviewed in a reasonable amount of time each
one covers specific activities. Other commonly used capabilities will be the
subjects of other tutorials.



Overview



Lync Notes

* Provides near real time communication

— Instant Messaging (IM)
— Video Conferencing

 Multiple modes of operation

— Conference
— Whiteboard
— Meeting

* Options
— Record a session
— Provide Admin Info



Opening Lync from the desktop



Lync — Overview — Launching From the Desktop

Lync can be set to auto start when the
computers is first started in which case it
will launch and present the Lync screen.

Should it not be set to auto start, staff
would select Lync from the desktop icon

L0ClEe 0@ |k
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Home Page View



Lync — Overview — Home Page - Overview

A

.-
Computer

[5‘ Lync Basic The Lync home /ﬁ
Waorking on Lync page WI” dISpIay E.%
g upon launch o

Away ¥

Set Your Location =
T m
. 4

GROUPS  STATUS = RELATIONSHIPS = NEW &
I Other Contacts (0/0)

I Favorites

4 Tutorial (1/2)

Last, First - Offline

Office 365 Test -Ina call
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Lync — Overview — Home Page — Overview- maximized

L3 Lync Basic

- 8 X
Warking on Lync
When staff arrive at the Lync screen it
starts in the following configuration
fon
yel
GROUPS  STATUS | R ONSHIPS  NEW &}
I Other Contacts [0/
b Favoites For the purpose of this Tutorial
 Tutorial (112 The screen will be described as
Last, First - Offline . .
having the following areas;
Office 365 Test - Inacall -S> ID Area
-> Modes of Communication
-> Search Area
-> People Area
-> Things groups can do
8] 2 0 €@ e 0 @[% P ‘w0 .
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Home Page - Your |ID Area



Lync — Overview — Home Page — Your ID area

® Lync Basic

- g X
Warking on Lync
?1% Ry o The “Your ID area’ of the
St Your Locaian Lync screen provides
& " RE\ staff with providing o
I some general £
GROUPS | STATUS = RELATIONSHIPS = NEW information abOUt the &
E f‘hz“ oo following;
4 Tutorial (1/2) -> Today
Last, irst - Offine > Status of availability
Office 365 Test - In a call Inactive 5 mins -> Your location

] B 50 €& © @ @B P N
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Lync — Overview — Home Page — Your ID area — Today

® Lync Basic - 8 X
Warking on Lync

| Frey, JonS.
4l Avay~
Set Your Location ¥

Provides others
information on what you

angm . fe R

s W % are doing today.
I ?|
GROUPS  STATUS = RELATIONSHIPS  NEW i . e . :‘.}

I Other Contacts (0/0)

‘Working on Lync’

I Favorites
4 Tutorial (1/2)

Last, First - Offline

Office 365 Test - In a call Inactive 5 mins

v B 50 €6 e @ @B M N
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Lync — Overview — Home Page — Your ID area — Availability

L] Lync Basic

Woarking on Lync

g x

e

o Frey, Jon S,
] =
. Available
e 14 b
o = Do Mot Disturb

Find someg Be Right Back

Off Work
GROUPS ' & v NEW
Appear Aw,

50

I QOther Coi
Reset Status

I Favorites

Right clicking on the down arrow
launches this feature that
enables the staff member to
declare their current availability
status.

Sign Out

4 Tutorial | )
Exit

Last, First - Offline

Office 365 Test - In a call Inactive 5 mins

=
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Lync — Overview — Home Page — Your ID area — Work Location

L2 Lync Basic - x

Waorking on Lync

"'"F’""'..' Frey, Jon S.
?ﬂ% Away ¥

Set Your Location ¥

+  Show Others My Location

[ ] -

“w I"HH i B

Find someone yel
GROUPS  STATUS = RELATIONSHIPS = NEW .’q}

I Other Contacts (0/0)

Clicking on the down arrow

[ Favorites
4 Tutorial (1/2) opens an edit window that
Last, First - Offline
S st O enables the staff member to
| Office 365 Test - Ina ca declare their current location.

pd B 20 €8 © © @B P B
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Home Page

Modes of Communication



Lync — Overview — Home Page — Modes

L3] Lync Basic - x
Working on Lync

=8 Frey, Jon S.
i Away ~

SetYour Location There are a number of modes which
the staff member may select. B

50

-> People / Groups
-> Prior dialogues
-> Voice mails
-> Appointments

=, GIVE FEEDBACK @)
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Lync — Overview — Home Page — Modes — Groups

L3] Lync Basic - X
Warking on Lync

J Frey, Jon S.
i Away
Set Your Location ¥

. o
Selecting the
H pel
groups-icon
GROUPS ' STATUS = RELATIONSHIPS = NEW &

Lync will
display the

I Favorites
4 Tutorial (1/2) </// Va ri O U S

Last, First - Offline
groups.

I Other Contacts (0/0) <—

I Office 365 Test -In a cal

e B 20 €)@ ® 0 @)% P fEEO
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&

Working en Lync

Lync — Overview — Home Page — Modes — Call History

Lync Basic

Frey, Jon S.
Away ¥
Set Your Location ~

e

By selecting the
call history icon
Lync displays all

ALL MISSEDOH prior sessions
B €S

oy

Video Call
B Ye, Juan (Anna)

Jan, Chris has family sickness. He will not be in office today We will reschedule our meetin

B Office 365 Test
Video Call

B Office 365 Test

hey

then heis back... / Ok sorry to hear about illness it is always bad to be ill durng the halidays

&% Frey, JonS.
Phaone Call

&% Frey, JonS.
Phaone Call

&% Frey, JonS.
Phone Call

&% Frey, JonS.
Phone Call

+ Grubbs, Skyl

hey Jon! Just noyrseeing your message... not sure why lync isn't working in real time did you see my message yesterday?

!/ Hey Skyler I saw you flash by a bit ago. How are you feeling? Home resting I hope.  Gotta go...

View More in Qutlook...
=

-|&]20ede 0@
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Lync — Overview — Home Page — Modes — Voice Messages

L2} Lync Basic - 8 X
Warking on Lync
| Frey, Jon S.
W Away *

Set Your Location

R | o-
y ;
VOICE MAIL -

You don't have any voice mail.

By selecting the voice
messages icon Lync
displays all prior
messages

View More in Outlook

(= GIVE FEEDBACK @)
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Lync — Overview — Home Page — Modes — Schedule

L 2] Lync Basic - X
Waorking on Lync

Frey, Jon s By selecting schedule icon

Away ¥ . H
Set Your Location / I_ync d|Sp|ayS a” pendlng

o "

/ appointments

4:00 Physical Theraphy
pm Ends 7:00 PM (Shady grove)

=, - GIVE FEEDBACK®)
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Home Page - Search



Lync — Overview — Home Page — People Area — Searching

® Lync Basic - x
Warking on Lync

Ty

Frey, Jon S.
?i% Away ~

Set Your Location *

e " T 2
= P
GROUPS  STATUS  RELATIONSHIPS = MEW Staff Can Sea rch for ::}
I Other Contacts (0/0) o o
S contacts to include in
4 Tutorial (1/2) ’Lync' based

Last, First - Offline . . .

e communication with by

Office 365 Test -Ina call typing Identlfying

information

e B 5 0 €& © @B P fewo
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Lync — Overview — Home Page — People Area — Searching (1)

L7] Lync Basic - 8 X

Warking on Lync
gy

= Frey, JonS.
?!.’% Away ¥

Set Your Location ¥

s W 7 o
‘ smith \ x
e | As soon as the information is :
Smith, Aaron line 2 days
MCG

entered Lync will produce a list
of matches.

Smith, Aimee - Offline 3 days
PSCS3, POL

Smith, Audrey - Offline 16 hours
MCG

Smith, Breness - Away 10 mins
CORPORAL, POL

Smith, Carol - Offline 49 days
MCG

Note:
Typing too much information in
the search window may cause
you to miss the contact you are
searching for.

Smith, Cathy - Away 25 mins
MCG

Smith, Charles (FRS) - Offline 5 mins
Firefighter I, FRS

Smith, Christopher - Offline 12 hours
MCG

Smith, Craig - Offline 20 days
MCG -

We found lots of matches. Here's the first 50.

red B 50 €]F © 0 @B P fewmo
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Home Page — People Area



Lync — Overview — Home Page People Area - GROUPS

Lync Basic - x
on Lync
o= Frey, Jon S.
W Away ¥
Set Your Location ¥
[ ] Lo} -
o " i
Find L
GROUPS: &

I Other Contacts (0/0)

S Selecting the

4 Tutorial (12 GROUPS tab shows
Last, First - Offline a dISp|ay Of a” Of
Office 365 Test -Ina cal the groups in Lync.

w B 50 €lE e @ @[ P neo e
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Lync — Overview — Home Page — People Area - STATUS

L)) Lync Basic - x
Warking on Lync
o Frey, Jon S.
i Away ~
Set Your Location ¥ .
Selecting the

[ ] Lo angn {1
L] —'-;l i

STATUS tab

Find someone . el
...................... /  shows a display

GROUPS | STATUS: “RELATIONSHIPS = NEW
4 Online of the status of
I Office 365 Test -Inacall Contacts in your
groups in Lync.

50

4 Away
Mo one's away.
4 nknown
No one's status is unknown,

4 Unavailable

Last, First - Offline

ik GIVE FEEDBACK (@)
oed B 50 €] © @ @® DB
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Lync — Overview — Home Page — People Area - RELATIONSHIPS

Lync Basic g8 X
Warking on Lync
=8 Frey, Jon S.
W Away ¥
Set Your Location
N o Selecting the B-
¢ W T ME 8
JEI I\TI('\I\ICLIIDC

‘ VLA TONOT I o
GROUPS | STATUS = RELATIONSHIPS = NEW ta b S h OWS yo ur s

4 Friends and Family

Mo one's in this access level,
4 Warkgroup

Mo one's in this access level,
4 Colleagues

Last, First - Offline

Office 365 Test -Ina call

4 Eyternal Contacts
Mo one's in this access leyek
4 Blocked Contacts.

Mo one's in this access level,

contacts in Lync
grouped by
relationship.

o GIVE FEEDBACK D)

v B0 €]E © @ &% P
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Lync — Overview — Home Page — People Area - NEW

® Lync Basic - x
Warking on Lync

U=l Frey, Jon S.
W Away ¥
Set Your Location ¥

s " 9 Selecting the .

Find someone NEW tab ShOWS ;‘)
GROUPS ' STATUS | RELATIONSHIPS = NEW d dlsplay Of the

e EWUQQW Iy added
contacts to

your groups in
Lync.

50

O] GIVE FEEDBACK @)

e EECERYOILE fewo .
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Home Page - Things Groups can do



Lync — Overview — Group things — Review of Groups

L3] Lync Basic - x
Warking an Lync

ey

| Frey, JonS.
?i% Away ¥

Set Your Location ¥

[ ] Lo ] E @
[ ¥] —'-;l HH

Find someone ﬁ'
GROUPS.  STATUS  RELATIONSHIPS  NEW &

I Other Contacts (0/0)
I Favorites

4 Tutorial (1/2)

st Firt - Oine These are groups and as such
can be treated like one entity for
the various functions described

Office 365 Test -1n a call

e B 50 €] e 9 @® P fewo e
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Lync — Overview — Group things — Send Instant Message (IM)

L] Lync Basic - 8 %
Working on Lync

ﬁ% Frey, Jon S, Right clicking the

Away

Bl < vourLocsion » group name bring
E 9 up a menu of %~
Find someone thing YOU can tO yel

with and to that
group.

GROUPS  5TATUS  RELATIONSHIPS = NEW

50

I Other Contacts (0/0)
I Favorites

4 Tutorial
Send an [M

|
Last t Start a Conference Call \
|l Start a Video Call
O Send an Email Message In thIS case we are
E2

Schedule a Meeting

C selecting instant
opY .
yﬁn Find Previous Conversations messagl ng ( I M)

Maove Group Up
Move Group Down
Rename Group
Delete Group

Create New Group

[

g8 GIVE FEEDBACK @
v B2 0 €lE e @ @ B BB
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Lync — Overview — Group things — (IM) Window

Waorking on Lync

Frey Jon S,
o
4 ’ ur | ocation
onversati

B Once the IM session begins a
window appears for the IM

i articipants|
e
ind someone i e e, el
1 . 3 activities
GROUPS | STA g

I Other Contag

I Favorites
4 Tutorial (1/3

The IM window is divided into a
couple of areas.

I Off \
| Participants

Lag

Dialogue window where IM text
from all is displayed

Text box for entering IM text

- GIVE FEEDBACK@®)
=Eli0elde 9@t R o
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Lync — Overview — Group things — Close (IM) Window

on Lync To end the
ifﬁ;f“’”s' IM session
! Set Your | ocation *
o wl l,‘?ton on (3 Participants) - 0 xd Staff .
“ ?,,% | \ selects the
ind someone . yel
e - ‘X’ in the
GROUPS  STA f )
b Other Contad corner o
I Favorites the IM
4 Tutorial (1/3 Window
Lag
I Off
| A
_!};

R EREEE O IE T
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Lync — Overview — Group things — Start a conference call

L] Lync Basic - 0 X
Working on Lync . . .
1,'% Frey, Jon S, Right clicking the
bl ..o Locsion» group name bring
E T up a menu of e
Find someone thing YOU can tO yel
GROUPS | STATUS ~RELATIONSHIPS = NEW with and to that >

I Other Contacts (0/0)
group.

I Favorites

4 Tutorial
Send an [M

Start a Conference Call 3
Send an Email Message In thIS case we are
g zcheclule a Meeting se I ecti ng lsta rt a
opY
yﬁn Find Previous Conversations co nfe re nce ca I I’

Maove Group Up

[ ]
i Start a Video Call
B2

Move Group Down
Rename Group
Delete Group

Create New Group

=

GIVE FEEDBACK @
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Lync — Overview — Group things — Open the conference call
®

Warking on Lync

Frey, Jon S.
Away

Set Your location ¥

° LmConversationGParticipants) O - 0 %
o %

{:} -
Find someane

el
GROUPS | STA

&
I Other Contad \

I Favorites

2wl 0 A conference window will
Lag #* Loading.. open and as many of the

ot participants as available
I will be included.

You've invited:

Office 365 Test

6 Last, First cannot be reached and

EOOO® ®e-

IE‘

. _
=B L0 6d e 0 @ P

. 10:02 AM
AE T ™
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Lync — Overview — Group things — Exit the conference call
®

Warking on Lync

Frey, Jon S.
S i To exit the video
° ) " Conversation (3 Participants) O - 0 % el
o« % A conference staff
1 il N
Finds-:me-:ne_ | WOUId SeleCt the P
GROUPS  STA ‘X’ in the corner &
I Other Contad
I Favorites Of the
4 Tutoril (174 conferencing
Lag " Loading.. screen
I Off

You've invited:

Office 365 Test

6 Last, First cannot be reached and

EOOO® ®e-

IE‘

GIVE FEEDBACKED)

e B2 0 €l e 0 @B P BW O Sy
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Lync — Overview — Group things — Start a video call

L3] Lync Basic - b 4
Working an Lync

e

% —- Right clicking the
setourtocation™ group name bring

& W F up a menu of
thing you can to L

Find someone

GROUPS  STATUS = RELATIONSHIPS = NEW H &
with and to that
I Other Contacts (0/0)
I Favorites group.
4 Tutorial {1/2)
B SendanM
Last, First - Offline
t Start a Conference Call 3
) il Start a Video Call
I Office 365 Test -In a call T h
S e In this case we are
E Schedule a Meeting
H {
Copy selecting ‘Start a
¥ Find Previoug Conversations Video Ca"’
Move Group Up
Maove Group Down
Rename Group
Delete Group
Create New Group
- GIVE FEEDBACK @)

El@“ﬁj Wg@@aﬂ@l ‘*@Eﬂﬂ)é’};ﬁ?@
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Lync — Overview — Group things — In the video call

"’W . Once in the video conference a screen will appear which displays either
orking on Lync . . L. ..
ey on', the video feed (if enabled) or a static icon of the participants.
Set Your Location ¥
& .J ﬂ ﬁ lpronversation(Z Participants) g - [ X G

Find someone

1 L 251 @ F
btk P

60

GROUPS ~ STATUS = RELATIONSHIPS = NEW
I Other Contacts (0/0)

I Favorites
4 Tutorial (1/2)

Last, First - Offline
I Office 365 Test - In a conference call

Each viewer of Lync
will see a display
which shows
other participant in
the forefront with a
larger image and

you as the smaller —
video or icon

ﬂ@”ﬂ Wlﬂ@@@)@@@ l@@ﬂ>w1°zgjzg°;4
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Lync — Overview — Group things — Exiting the video call

®

Working on Lync
W=l Frey, JonS.

il Away ¥

Set Your Location ¥

IFConversation (2 Participants) g - 0 X .
S W T E #
Find someone 1 ik 251 @ | P
GROUPS  STATUS = RELATIONSHIPS = NEW &
I Other Contacts (0/0)
I Favorites
4 Tutorial (1/2)
Last, First - Offline
I‘ ] Office 365 Test - In a conference call
To exit the video
conference staff / .
would select the ‘X’ e
in the corner of the ¢
ConferenCing screen
= GIVE FEEDBACK @)

{850 ClE e @ @@ frmo
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Lync — Overview — Group things — Send an Email

L3] Lync Basic - x
Warking an Lync

v

% e 5'. Right clicking the
e fourtecaton group name bring
& ® ¥ up a menu of
Fndsemeene things you can to L

GROUPS  STATUS = RELATIONSHIPS = MEW H &
with and to that
I Other Contacts (0/0)
I Favorites group.
4 Tutorial T1/2)
Send an M
Last, First - Offline W Sendan]
t Start a Conference Call 3
Office 365 Test -Ina co B 5122 ko Col
& Send an Email Message .
53 Schedule a Mesting \ In thls case we are
" H {
Copy selecting ‘Send an
‘Eﬂ Find Previous Conversations - )
P Email Message
Move Group Down
Rename Group
Delete Group
Create New Group
- GIVE FEEDBACK @)

E'@”E] @“g@*@)aﬂ@ ‘*@Eﬂ)é’};@m@
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Lync — Overview — Group things — Email screen

Jﬂl H |+ Untitled - Message (HTML) o B R
Message Insert Options Format Text Review & @
= R Follow Up ~ )
2 o Calibri Body* 11 = A A7 | i~ 3L ﬁ &{] @ @ ¥ Follaw Up (
¥ High Importance
Paste . A - ||=|= = £= 3=  Address Check | Attach Attach Signatur om
- < Format Painter LS =’ |B= =55 Book Names | File Ttem~= § LowImportance
Clipboard Basic Text Mames Include Tags Zoom
To... ¥ office365.frey@mon erycountymd.gov; | first.last@montgomerycountymd. gov
£
=i Ct...
5
Subject:
i

Note the members of the group
selected are prepopulated.

After the message is completed the staff person would send it by
selecting ‘Send’. Once the mail has been sent the staff person would be

returned to the main Lync screen

office365.frey@montgomerycountymd.gov
E|Jﬂ 10 Cld e 0@ B
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Once select Lync will call upon the local email
agent (in this case desktop Outlook) to bring up
an email screen.

ey -

LEBo
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Lync — Overview — Group things — Schedule a meeting

L7] Lync Basic - X
Working on Lync

'?TI% Frey, Jon's. Right clicking the

Away ¥

Set Your Location = group name bring
S T H up a menu of o
Find someone thing you Can tO -
GROUPS | STATUS = RELATIONSHIPS = NE Wlth and to that )

I Other Contacts (0/0)

group.

I Favorites

. Send an IM
Last, First - Offline
Start a Conference Call 2

i Start a Video Call
Office 365 Test -Inacall arta Jideo La

|
i
Send an Email Message
E Schedule a Meeting

o | In this case we are
yﬁn Find Previous Conversations .

Move Group Up selecting

:'10‘.-'5 Gru:Gup Down lsched u Ie a

Rename Group

Delete Group Meeting’

Create New Group

D

GIVE FEEDBACK @)

v B 20 €]E e 0 @ B R0 s
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Lync — Overview — Group things — Schedule a meeting

(L]

Waorking on Lync

Frey, Jon S.

Away *

Set Your Location
. Q LTS
e " % E

Find someane

GROUPS | STATUS | RELATIONSHIPS = NE
I Other Contacts (0/0)

I Favorites

4 Tutorial (1/2)

Last, First - Offline

Office 365 Test -In a call

HH9 0+ + |5 Untitled - Meeting o B
File Meeting | Insert  FormatText  Review & e
* |G| Calend Address Book +
x % 'E alenaar E@ [ Address Boo ﬂ Show As: [l Busy = 4_¥Recurrence & o
i Forward ~ 8/ Check Names L]
Delete Copy to My Lync Cancel -, ) 4 Reminder. 15 minutes - Time Zones | Categorize Zoom
Calendar @O”ENOtE Meeting | Inwitation QRESW”SE Options = Q M 4
Adtions Lync Meeting Attendees Options [ Tags Zoom P
@ Invitations have not been sent foy'this meeting. :‘.}

Once select Lync
will call upon the
local email agent
(in this case
desktop Outlook)
to bring up a
calendar screen.

o See more about: Outlook Mobile Service (Text Messaging).

From = | Outlook Mabile Service [Text Messaging)
I
de Ta... | ofﬁ?_{SGS.frev@monhqomervcountvmd.qov: first.|ast@montgomer yeountymd.gow |
en / =
. |
Subject: | / = |
Location: | / W
SRR oA R S oo D D D oD o oA oo e
Start time:  /Tue 12/23/2014 + | 10:30 AM [ An day event
End time: |Tue 12/23/2014 - |11:00 AM -

Note the
selected are prepopulated.

embers of the group

*

] B] 50 €8 e @ @ B0

12/23/2014
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Lync — Overview — Group things — Send meeting invitation

Waorking on Lync
Frey, Jon S. HH9 0+ + |5 Untitled - Meeting o B
ple i Away ™ File Meeting | Insert  FormatText  Review & 9

Set Your Location

rl_—\’% (G calendar - %‘y P [} Address Book B show 4 BE &

x . [l Busy - G Recurrence

. -._;| o> ﬁ i Forward ~ ﬁ il 8/ Check Names Em : it
3

L Delete Co i i i i i ize Zoa
py to My Appointment| Scheduling Lync Cancel -, ) 4 Reminder. 15 minutes - Time Zones | Categorize Zoom
Calendar @ OneNote Meeting | Inwitation ¢J Response Options = Q M
Find someone Adtions Show Lync Meeting Attendees Options 1 Tags Zoom P

GROUPS  STATUS  RELATIONSHIPS =~ NE @ Invitations have not been sent for this meeting.

50

b Qther Contacts (0/0) J From = | Outlook Mabile Service [Text Messaging)
=
. = . .qov; Jast@montgomerycountymd.q
I Favorites cond To | office365. frey @montaomerycountymd.gov; | first.last@montaomerycountymd. gov |
ject:
4 Tutorial (1/2) | |
B Location: | 7
Last, First - Offline ~ {| oo T S STSS
Starttime: | Tue 12/23/200~__ -| 1030 AM +| [ Anl day event
Office 265 Test - Ina call Endtime | Tue12/23/2014 </ |11:00 AM

After the meeting scheduling is-completed the staff
person would send it by selecting ‘Send’. Once the
meeting invitation has been sent the staff person
would be returned to the main Lync screen

o See more about: Outlook Mobile Service (Text Messaging). IS

=

e B 50 €lE o © @ B0
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Lync — Overview — Admin — Adding a Group (1)

L 7] Lync Basic - X
Working on Lync
3 . . .
?ﬁ i‘rf:j,ions R|ght C||Ck|ng the
Set Your Location ™ group name bring
Iiw
e " T H up a menu of
Find someone thing you Can tO p
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Lync — Overview — Admin — Adding a Group (2)
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Lync — Overview — Admin — Adding a Contact (1)
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Lync — Overview — Admin — Adding a Contact
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Lync — Overview — Admin — Adding a Contact
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Lync — Overview

The End



